MANAGEMENT STAFF ASSISTANT
GS-0303-08

I. INTRODUCTION

This pogtion islocated in the U.S. Department of Labor (DOL), Employment and Training
Adminigration (ETA). The postion performs sgnificantly complicated adminidrative, technicd, and
coordination assgnments in support of the office.

I1. MAJOR DUTIES AND RESPONSIBILITIES

Independently performs technica assignments, such as participating in program studies and andysis of
operations to achieve greater economy and efficiency. Prepares materials and/or conducts paperwork
and records management systems studies, work flow and operationd analysis, cost studies, and/or
equipment utilization analyss.

Preparesinitia work plans and draft reports based on existing procedures or observation of the activity
to be studied.

Reviews both operationa plans and current and incoming work projects. Makes recommendations for
improving methods. Advises on the adequacy of budgeting. Determines the need for, establishes, and
maintains work standards and tracking and control systems.

Responds to inquiries and comments on topics related to the mission, products, or services provided by
the organization. Prepares compilations of office program and/or operationd activities. Compilesand
prepares recurring and specid reports. Assumes responsibility for the preparation of articles,
publications and reports. Assgsin planning conferences, seminars, and/or exhibits sponsored by the
office, preparing and/or compiling appropriate materias for such events.

Reviews customer-initiated documents and exercises responghility for adminidirative content. Reviews
documents for specific issues, problems, or concerns.  Assesses impediments to progress and
independently identifies and implements solutions. Refers complex or especidly sendtive casesto a
higher grade specidigt.

Uses a persona computer to produce awide variety of documents.

[1l. FACTORLEVELS

Factor 1 - Knowledge Required by the Position FL 1-5 750 pts.

Extensive practica knowledge of human and fiscal resources, procurement, and management andysis
policies, methods, and techniquesin order to provide support for staff functions.



Working knowledge of office organization and its interrelaionship to ETA gods, vison, and misson
objectives, of program adminigtration, and of policy concepts and practices sufficient to enable the
incumbent to foresee and resolve technica or adminigtrative problems and requirements.

Knowledge of operating guiddines governing adminigrative programs to help initiate changesin
procedura requirements.

Factor 2 - Supervisory Controls FL 2-3 275 pts.

Serves under the direction of a supervisor or higher graded speciaist. Supervision includes discussons
relating to achievement of overal work objectives and priorities. The incumbent plans work
assgnments, resolves problems, and recommends aternative actions. The supervisor remains available
to assst with unusud, difficult, or controversd Stuations without clear precedents. Review isfor
gppropriateness and conformance to policies. The supervisor may develop a performance management
plan identifying office specific duties for the incumbent to perform.

Factor 3 - Guidelines FL 3-3 275 pts.

Guiddinesinclude ETA and office orders and notices, procedures, regulations, handbooks, and
indructions emanating from management committees. Incumbent uses judgment in sdecting, goplying,
and adapting generd guidelines to specific problems, taking into congderation amilarities and
differences in circumstances.

Factor 4 - Complexity FL 4-3 150 pts.

Assgnments and work involve andyses of information and data from avariety of sources with differing
degrees of accuracy and correlaion with the objective a hand. The work involves making
determinations, providing advice, and making recommendations based on established practices and
principles. The incumbent uses standard methods and techniques to tailor approaches to the needs of
the office aswdll as ETA requirements. The work involves conditions and dements that must be
identified and analyzed to discern interrdations.

Factor 5 - Scope and Effect FL 5-3 150 pts.

The work performed provides essentia administrative and technica support to the staff. The work
materidly affects the adequacy and quaity of services provided to customers.

Factor 6 - Persona Contacts FL 6-2 25 pts.

Contactsinclude dl levels of employees, supervisors, managers, and daffsin the immediate and smilar
organizations, the genera public, and/or fidd locations.



Factor 7 - Purpose of Contacts FL 7-2 50 pts.
Contacts are to provide/acquire information and coordinate activities with internd and externd
customers. These contacts enhance the adminigtrative and technica work of the office. Externa
contacts are for collecting relevant information and feedback for evaluation of office operations and
client satisfaction.

Factor 8 - Physical Demands FL 8-1 5 pts.
Thework is essentidly desk and office oriented.

Factor 9 - Work Environment FL 9-1 5 pts.

Thework is performed in an office setting. Occasiond travel by any means of government or public
trangportation may be required.

TOTAL = 1685 pits.
V. UNIQUE POSITION REQUIREMENTS (For titling purposes the immediate supervisor isto
mark the first description below if the incumbent must be a qualified typist and mark both
descriptions if the incumbent has office automation responsibilities)

___ Thispogtion requires the services of afully qudified typis.

____ Thispostion requires knowledge of word processing or other software tools to produce awide
variety of documents.



